
Superior Court of California, County of San Bernardino 
 

 
COURT ATTENDANT 

 
DEFINITION 
 
Under general supervision of the Court District Manager or designee, a Court 
Attendant maintains security and order in Civil Courtrooms, maintains the 
integrity of the jury, serves as the court liaison for juries, witnesses, attorneys and 
the public, monitors court surroundings, assists with clerical support and 
performs related clerical and security duties as required. 
 
DISTINGUISHING CHARACTERISTICS 
 
This is a journey level class.  The Court Attendant is distinguished from the Legal 
Processing Assistant series in that it has limited responsibility for maintaining 
security and order and for juries in civil courtrooms and it has responsibility for 
processing and maintaining, files, documents and exhibits.  The Court Attendant 
is distinguished from the Courtroom Clerk series in that the latter acts as the 
primary clerical support for courtroom procedure functions and activities with 
responsibility for recording minutes of proceedings, swearing in juries, witnesses, 
interpreters and other related parties and the primary care of exhibits and 
evidence. 
 
EXAMPLE OF DUTIES 
 

1. Conducts search of courtroom and surrounding areas prior to morning and 
afternoon session to ensure courtroom security and observes people and 
activities during courtroom hours. 

 
2. Opens court sessions; serves as liaison between attorneys, jurors, 

witnesses, litigants and parties to cases and the Judge or Commissioner 
and his/her court staff. 

 
3. Reports security violations or suspicious items to the Sheriff or other 

appropriate personnel and uses alarm buttons or radio communication for 
emergencies. 

 
4. Ensures jurors, spectators, witnesses and attorneys conform to standards 

of the courtroom for demeanor and conduct. 
 

5. Monitors persons in the courtroom to ensure non-disruptive activity; 
instructs jury panels on appropriate courtroom decorum and monitors 
conformance; prevents conversations between jurors, parties, witnesses, 
spectators, media, and the public to the case during trial. 

 

Page 1 of 3 
2/20/04 mmd 



6. Directs members of the media and the public to appropriate areas or 
personnel; provides assistance to the courtroom clerk during calendar call; 
responds to questions in a courteous and service-oriented manner. 

 
7. Administers first aid or CPR action as needed and contacts appropriate 

personnel or agency in the event of medical or emergency situations.  
Complies with evacuation plan in the event of an emergency and reports 
to Sheriff’s department or other appropriate personnel. 

 
8. Accepts legal documents for filing. 

 
9. Assists parties, witnesses, court, and clerk in the handling and 

presentation of exhibits in court. 
 

10. Posts and distributes court calendars; may inventory and/or deliver 
exhibits to and from the exhibit room or locker; inventories and ensures 
appropriate supplies are available for courtroom use. 

 
11. Answers telephones and assists the public; provides general information to 

the public relating to courtroom procedures. 
 

12. May prepare less complex minute orders. 
 

13. Records statistics as needed by the department. 
 

14. Takes charge of the jury, sequesters jurors, transports court files and 
performs similar duties. 

 
15. Operates courtroom presentation system equipment. 

 
16. May assist the courtroom clerk in locating, retrieving files and organizing 

materials in case files. 
 

17. Operates photocopy, fax and other office machines including personal 
computers. 

 
18. Performs related duties as assigned. 

 
KNOWLEDGE OF: 
 
Clerical and legal recordkeeping practices and procedures; office methods such 
as how to prepare correspondence, reports and statistical data; legal terminology 
of court work and legal process forms, court procedures, as well as appropriate 
security and control measures and procedures. 
 
ABILITY TO 
 
Observe situations, identify when to react and determine an appropriate course 
of action without a supervisor present; analyze jury and public requests and 
determine appropriate response; organize, prioritize and complete work 
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assignments with minimal supervision and under time constraints including 
flexibility/adaptability to changing work assignments; establish and maintain an 
effective working relationship with judges, attorneys, co-workers and the public 
including dealing with diverse people in a courteous and tactful manner; use 
good judgment and interpersonal skills in the courtroom to mediate and diffuse 
disputes; operate standard office machines and equipment such as a typewriter, 
computer, printer, taping equipment, adding machine, copying equipment, 
telephone, fax, and courtroom presentation equipment, and conference call 
equipment; comprehend, interpret and follow instructions. 
 
 
EXPERIENCE 
 
Experience performing duties comparable to a Legal Processing Assistant II 
including processing court documents, entering data into computer systems, 
preparing writs/abstracts, issuing/recalling bench warrants, and coordinating juror 
activities, or other experience and training that provides the necessary skills and 
abilities to perform the duties required for this position, or any combination of 
training and/or experience that could likely provide the desired knowledge and 
abilities. 
 
Special Requirements 
 
Court attendants are required to successfully complete a court approved CPR 
certification and first-aid training course during their first six months of 
employment and are required to maintain such certifications; 
 
Successfully complete any courtroom security training as required by the Court. 
 
Court attendants must wear a court approved uniform.  
 
All employees must pass a required drug and fingerprint screening. 
 
PHYSICAL CHARACTERISTICS 
 
Required to perform the essential security-related support duties:  Vision 
correctable to 20/20 to see and distinguish objects across a courtroom; hearing 
to understand conversations when background noise is present and to 
communicate with the public and court staff; speech audible over radio 
communication and throughout the courtroom; mobility to bend, stretch, twist or 
reach quickly to respond to medical or other emergency situations and to move 
self from place-to-place quickly to respond to emergency situations.  Strength, 
dexterity, coordination and vision to use a keyboard and video display terminal.  
Dexterity and coordination to handle files and single pieces of paper; occasional 
lifting of objects weighing up to 25 lbs. such as files, stacks of papers, reference 
and other materials; some reaching for items above and below desk level and 
above shoulder level. 
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